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FOREWORD 
 
The City of Sunrise is committed to encouraging economic development and controlled growth, as 
well as to being a helpful and enthusiastic partner to the development community. To help enhance this 
partnership, the Director of the Planning & Development Department has prepared a Development 
Guide. 
 
The Planning & Development Department has three major roles in encouraging development in the 
City of Sunrise. First, the Department serves as a coordinator by assessing projects submitted, 
identifying potential problems, and opening lines of communication between the developer and the 
City at the earliest stage of the development review process. Second, the Department is responsible for 
assisting the developer when projects experience problems in the review process. Third, the 
Department staff is available to educate the public as to how the development review process works. 
 
The City of Sunrise Development Guide is designed to assist the Planning & Development Department 
in informing the development community and other interested parties as to the procedures that must be 
followed to have a project approved for construction, permitted, inspected, and issued final approval in 
order to obtain a certificate of occupancy. This guide is intended to provide an overview of the 
complex development review process and to take readers step-by-step through the various processes 
that comprise the overall procedure. 



INTRODUCTION 
 
Purpose 
The City of Sunrise policies, standards and regulations on land use and development are designed to 
help ensure the health, safety and welfare of its citizens, while protecting the rights and privileges of 
property owners. An additional aim is to continuously strive to upgrade the City’s aesthetics and visual 
appearance in the interests of maintaining – and perhaps enhancing – property values within the City. 
The development review process is the City’s administrative system to efficiently and consistently 
enforce these policies, standards and regulations. 
 
The development review process is composed of separate procedures that are required in order to 
construct and occupy a building or buildings. Examples of these procedures are the site plan review 
process, the building permit review process and the construction inspection process. The two City 
departments involved with these processes are the Building & Code Enforcement Department and the 
Planning & Development Department. The Building & Code Enforcement Department is primarily 
responsible for the review of plans and issuing of permits relating to structures. The Planning & 
Development Department’s primary function is the review of plans and issuance of permits pertaining 
to sites. At the earliest stages of planning a project, the developer’s team must be made aware of which 
steps in the process need to be followed, where each process is initiated, what information is required, 
who will be involved, how long the process will take, and how much it will cost. This guide provides 
the answers to these and other pertinent questions. 
 
Overview 
This guide to the development review procedure first provides an overview of the entire process, 
identifying what circumstances will require a particular review. It also presents a chronological chart 
showing what, if any, processes must be completed before one can proceed to another step. 
 
This guide then details each of the review processes that make up the entire development review 
process, answering critical questions to help ease your way through the system. A pre-application 
meeting with the Planning staff is mandatory before each process. 
 
This guide is not intended to provide every technical detail or requirement of each review that makes 
up the development review process. Rather, it is intended to provide an overview of the whole system.  
 
Developers and their architects are encouraged to obtain a copy of the current Land Development Code 
prior to the preparation of their site plans. If you have questions regarding any aspect of the Code, 
please contact the Planning & Development Department at (954) 746-3281. 
 
 
 



VARIANCE / SPECIAL EXCEPTION REVIEW PROCESS (Form 1) 

Pre-application meeting with Planning staff

Applicant submits Variance / Special Exception Application

Routed to applicable Departments for review (DRC): Engineering, Planning, Fire-Rescue, Leisure
Services, Police, Consulting Traffic Engineer and Consulting Landscape Architect

Staff comments transmitted to applicant via FAX

Re-submittal of Revised Plans with Written Responses

Departmental review of Revised Plans and/or Written Responses

Staff Report preparation

Board of Adjustment Agenda preparation

Agenda and Packets distributed to Board of Adjustment

Board of Adjustment meeting

Public Hearing Notices published / mailed 15 days prior to City Commission meeting

Comments sent to
applicant noting

deficiencies (process
will likely be delayed)

Staff comments
not adequately

addressed
Staff comments adequately addressed

Table for
further

information,
etc.

SEE QUASI-JUDICIAL PROCESS (Form 4) FROM HERE FORWARD

Public Notice signs posted 30 days prior to City Commission meeting

Recommendation to staff

Final Staff Report

City Commission office prepares agenda

Board of Adjustment Action Agenda and Minutes to City Commission

Revise or submit
required information

 



RE-ZONING & LAND USE PLAN AMENDMENT PROCESS (Form 2) 

Pre-application meeting with Planning staff

Applicant submits Re-zoning / Land Use Plan Amendment Application

Routed to applicable Departments for review (DRC): Engineering, Planning,
Fire-Rescue, Leisure Services, Police and Consulting Traffic Engineer

Staff comments transmitted to applicant via FAX

Staff Report preparation

Planning & Zoning Board Agenda preparation

Agenda and Packets distributed to Planning & Zoning Board

Planning & Zoning Board meeting

Public Hearing Notices published / mailed by City 15 days prior to second reading;
signs posted 15 days prior to first and second readings at City Commission

Action Agenda and Minutes to City Commission

City Commission Meeting: two readings of ordinance

Final staff report

Land parcel is officially re-zoned. If Land Use Plan Amendment requested,
proceed through Broward County and State processes.

Item not approved

Applicant responses submitted

Recommendation to staff

Local Planning Agency (LPA) Hearing

Denial

Approval

Comments sent
to applicant

noting
deficiencies
(process will

likely be
delayed)

Staff comments
not adequately

addressed

Revise or submit
required informationTable for

further
information,

etc.

Staff comments adequately addressed

 
 



SITE PLAN / PLAT REVIEW PROCESS (Form 3) 

Pre-application meeting with Planning staff

Applicant submits Site Plan / Plat Application with concurrency info

Routed to applicable Departments / Agencies for review (DRC): Engineering, Planning, Fire-Rescue, Leisure
Services, Police, Gas, Public Works, Consulting Landscape Architect, Consulting Traffic Engineer and FPL

Concurrency Review by Planning & Development Department staff

Staff comments transmitted to applicant via FAX

Re-submittal of Revised Plans with Written Responses

Departmental review of Revised Plans and Written Responses

Staff Report preparation

Planning & Zoning Board Agenda preparation

Public Hearing Notice mailed by City 15 days prior to City Commission meeting

Agenda and Packets distributed to Planning & Zoning Board

Revise or submit
required information

Final staff report

Comments sent to
applicant outlining

deficiencies (process will
likely be delayed)

FOR CONTINUATION, SEE QUASI-JUDICIAL PROCESS (Form 4)

Staff review of 24" x 36" colored rendering (10 reduced 8.5" x 11" copies must also be submitted),
paint colors, colored landscape plan, colored building elevations and All-Service Refuse approval

Planning & Zoning Board meeting

Public Notice Signs posted 30 days prior to City Commission meeting

Action Agenda and Minutes transmitted to City Commission

Table for further
information, etc.

Staff comments
not adequately

addressed
adequately addressedStaff comments

Recommendation to staff

City Commission office prepares agenda

 



QUASI-JUDICIAL REVIEW PROCESS (Form 4) 
 

City Commission Meeting
(Fourth Tuesday of the month, 6:30 p.m., Commission Chambers)

Application meets all applicable
code requirements

Affected party files notice of
appearance (five days prior to

meeting)

Quasi-judicial consent agenda

Commissioner or staff member
removes for full hearing

Item not approved.
Applicant may revise

site plans and
resubmit through
entire approval

process after six
months

Full Quasi-Judicial
Hearing

See subsequent sheets for
continuation (Form 5 for Site

Plan, Form 6 for Plat)
Denial Approval

Applicant provides
testimony in support of

application

Affected party
determined to
have standing

Affected party
determined to not

have standing

 
 
 
 
 
 
 
 
 
 
 



SITE PLAN AND BUILDING PERMIT APPROVAL PROCESS (Form 5) 
After City Commission approval 

Building permit applications and plans (with Planning & Development and other agency stamps as
applicable) transmitted directly to Building Department by interoffice mail

Revise and
resubmit

Plans
OK?

City Commission Approval

Apply for
site

clearing
permit (if
applicable)

Meet with City Engineer to draft
Developer Permit for water and

sewer services

Submit Broward County permit
applications to Broward County

agencies

Submit three
copies of
executed
Developer

Permit with
utility inspection

and plant
connection fees

Submit
Broward

County permit
applications

(Health
Department and

DPEP), if
applicable, to
City Engineer

REFER TO "SITE-RELATED
PERMITTING PROCEDURES"

FLOW CHART

Plans
returned

to
applicant

for
revision

Revise plans if necessary, incorporating any
conditions and amendments by staff, Planning &

Zoning Board and/or City Commission

Approved final site plans issued

Submit Building /
Zoning Permit

application (New
Construction

Submittal Form) to
Planning &

Development
Department

Plans sent to Building
Department for

preliminary review
(memo from Planning

& Development
required)

Construction plans
(building permit sets)

routed back from
Building Department

Zoning review and
assessment of

impact fees

Submit four sets of
engineering and

irrigation plans for
preliminary review

Revise as
necessary and
resubmit eight

sets of
engineering and
irrigation plans

Approved final
engineering plans

issued

Development review
certificate issued

Submit clean-up bond
and All-Service Refuse

Approval

Applicant pays
impact fees

Staff
comments

not
adequately
addressed

Staff comments adequately addressed

Yes

No

 
 



PLAT REVIEW PROCESS (Form 6) 
 

City Commission approval

Applicant submits plat mylar to department for review

Department staff transmits signed plat mylar to City Clerk and
Mayor for signature

City Clerk returns signed plat mylar to department staff

Department staff's office notifies applicant for pick-up

Applicant begins to process plat through Broward County

Broward County Engineering Division (plat section) contacts
Planning & Development Department for final approval

If all City of Sunrise and Broward County requirements
are met, plat is recorded

Legal-sized public notice published 10 days prior to City
Commission meeting. Notices mailed 15 days prior to City

Commission meeting, and signs posted 30 days prior to City
Commission meeting

Broward County review process

 
 
 
  



SITE-RELATED PERMITTING PROCEDURES (Form 7) 

Developer's agent must have submitted the following to the Planning & Development
Department prior to scheduling a pre-construction meeting:

Water & Sewer - 1) Health Department permit [if applicable]; 2) BCDPEP permit [if
applicable]; 3) Developer permit; 4) Approved utility shop drawings and products list;

5) Valid underground contractor's license; 6) Copy of executed contract between
utility contractor and developer.

Drainage - 1) SFWMD and/or BCDPEP or CBDD permits as applicable; 2) Approved
drainage shop drawings

Legend:
CBDD = Central Broward

    Drainage District
BCPHU = Broward County

    Public Health Unit
SFWMD = South Florida

    Water Management District
BCDPEP = Broward County

    Department of Planning &
    Environmental Protection -
    Surface Water Licensing

Building
permits issued

by Building
Department

Final
inspections by

Building
Department

Field landscape and irrigation
pre-construction meeting with

landscape inspector

Apply for landscaping and irrigation
permits

Install landscaping and irrigation and
receive final landscape and irrigation
approval from landscape inspector

Apply for water
meter at Public

Service
Department

Pre-construction meeting

Apply for site permits
(Contractor prerequisites include valid

certificate of competency, Broward County
occupational license, certificate of insurance,

proof of worker's compensation, State
certification, and pre-construction meeting)

Receive site permits

Conduct site operations and receive
inspection approvals

Final engineering inspection approvals by
Planning & Development Department (irrigation

system [distribution only], water and sewer,
paving and drainage, final site). Final paving
and drainage, irrigation and site inspections

may be obtained after installation of
permanent water meter.

Submit: BCPHU and BCDPEP approvals;
Engineer's certification; Signed and sealed

as-built plans by licensed surveyor and engineer
of record; Bill of sale and grant of easement;

Title insurance; Final inspection; Affidavit; Final
cost of construction; Site plan with lots, blocks

and addresses (if applicable)

Water meter installation by Utilities Department

Receive certificate of occupancy

Remit applicable fees

Construct
building(s)

 



VACATION OF PUBLIC PROPERTY (Form 8) 

Pre-application meeting with Planning staff

Applicant submits vacation application

Routed to applicable Departments / Agencies for review
(DRC): Engineering, Planning, Utilities, Gas and FPL

Staff comments transmitted to applicant

Resubmit with Written Responses

Departmental Review of Written Responses

Agenda Request Form preparation

Intent to petition County for vacation must be advertised
twice (one week apart) by the applicant after City

Commission approval

City Commission meeting Item not
approved

Item approved - Property legally vacated

If property is platted, vacation request goes  to County

Denial

Proceed through Broward County process

Approval

 
 


